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1. Purpose. This nmenorandum establishes policy, assigns
responsibilities, and prescribes procedures concerning the
conduct of award cerenonies at which the OSC Commandi ng Gener al
(CG, Deputy to the Conmander (DC), or Chief of Staff (CS)
presi de.
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2. Definitions. For the purpose of this nmenorandum an awards
cerenony is defined as any presentation of nedal (s), certifi-

cate(s), or coins presented by the CG DC or CS as recognition.
The cerenony can be for one individual or nunerous individuals.

3. Policies. The CG DC, or CSwll normally present awards
that they have personally approved. Award cerenonies wll
normal ly be held in the CG s Conference Roomin Building 390.

4. Responsibilities.

a. Nomnating Ofice wll:

(1) Contact the appropriate secretary to schedule award
cerenony.

(2) Schedule location for the cerenony (to reserve the
CG conference roomcall SACO extension 23510)

(3) E-mail the date/tine/location/nunber and type of
awar ds/ name of POC to: protocol@oc.arny.ml, with a copy
furnished to sgsioc@oc.arny.mil.

(4) Schedul e photographer with the visual information
contractor, ATTN. ELH AV (extension 21441).

(5) Provide Read- Ahead package to Protocol NLT 72 hours
prior to cerenony. Read-Ahead will include |ist of presenta-
tions, biographical information on awardees, actual nedals and
citations. A sanple sequence of events is at Appendix A; the
bi ographi cal sketch formats for mlitary and civilian personnel
are at Appendi x B.

(6) Advertise cerenony to all OSC Centers and Team
O fices.

b. The Protocol Ofice wll:

(1) Provide guidance and coordination for award
cerenony.

(2) Forward Read- Ahead to Command G oup 48 hours in
advance of cerenony.

(3) Arrange for set up of location with flags and
seating di agram
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(4) Prepare nedals/citations for presentation.
(5) Oversee final preparations.

c. The Conmmand Sergeant Major wll:

(1) Provide guidance and coordination for all award
cerenonies involving mlitary personnel.

(2) Oversee final preparations.

d. The Ceneral's Aide-de-Canp will talk CG through the
cerenony in advance.

e. The Secretary of the CGeneral Staff wll:

(1) Mnitor all award cerenoni es conducted by the
Command G oup and provi de gui dance and assi stance as required.

(2) Task award reader for cerenony.

(3) "Advertise" the cerenony during the Chief of
Staff's staff neetings.
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Appendi x A

Sanpl e Sequence of Events

AWARDS CEREMONY
Tank Team

Tuesday, 1 February 2000, 1330

Quests arrive CG s Conference Roont

CG enters Conference Room
Ms. Jones standing in front of flags

CG gi ves background on Ms. Jones

Award Citation Read
(Superior Civilian Service Award)

CG awar ds nedal / presents certificate**
Phot ogr apher records presentation

Ms Jones nakes remarks/sits down

I nvite individuals forward
M ke Smth, AMSCS-CC

John Jacobs, ANMSCOS- RS
Darrel |l Rodman, ANMSTA-AC

Certificates Read (Read only one)

CG present Certificates one at a tine
(Wth CG Coin?)

Phot ogr apher records presentation

CG of fers each to make brief renarks

CGinvites attendees to congratul ate
awardees in front of flags

Staffs from Center Directorates and Staff O fices

cer enony

** Medal /Certificates in Protocol office

17 May 2000

MAJ Ri ght

CG

MAJ Ri ght

MAJ Ri ght

notified of
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Appendi x B

Bi ogr aphi cal Sketch Fornmats

MIlitary Personnel:

NANME:

RANK:

DATE/ PLACE OF BI RTH:

DATE/ LOCATI ON ENTERED M LI TARY SERVI CE:
CURRENT POSI Tl ON:

PREVI QUS POSI TI ONS: (provide copy of ORB for retirenent awards)
EDUCATI ON:

AWARDS:

SPOUSE/ CHI LDREN:

HOBBI ES/ | NTERESTS:

ADDI TI ONAL | NFORVATI QN COVVENTS:

Cvilian Personnel :

NAME:

DATE/ PLACE OF BI RTH:

DATE/ LOCATI ON ENTERED GOVERNVENT SERVI CE:
CURRENT POCSI TI ON:

PREVI QUS PGCSI TI ONS:

EDUCATI ON:

AWARDS:

SPOUSE/ CHI LDREN:

HOBBI ES/ | NTERESTS:

ADDI TI ONAL | NFORVATI ONV COMVENTS:



